
Announcement No.
CFAY-1200-03-07(A)

:
Closing Date

25 Jan 07 VACANCY ANNOUNCEMENT 
Amendment (Amended to add “  Permanent” in block 5.) :

Date of Issue
5 Jan 07 

1.  Job title  (  Grade  4      LAD    2   )   

Administrative Specialist #9 ( )
Acceptable trainee level: 1-3 

                                    
  Administrative     Blue Collar Trade    Security              Medical

No. of 
Recruitment 

4. Area of Consideration
MLC/IHA

Current MLC/IHA Employee within Activity 
MLC/IHA ( )

Current MLC/IHA Employee in commuting distance 
MLC/IHA ( )

Current MLC/IHA Employee Japan Wide
Off Base Applicant2. Activity

Commander Fleet Activities Yokosuka 
Security Detachment 
Administrative Division 
Vehicle Registration Section 

Working Place: Yokosuka

3. Work Schedule (    40    hrww )
 Work Days:  5 days, Mon - Fri 

  Work Hours/Recess Period:  0745 – 1630 (Recess 45 min) 
 Night Shift       Overtime         Business Travel

5.  Type of Employment 
  MLC 
  IHA                                      HPT 

 Permanent   
 Limited Term (     Months )

6.  Duties 
Under the supervision of supervisory administrative specialist of Vehicle Registration Section, performs a variety of administrative 
and clerical work as follows: Types letters, messages, memoranda and reports.    Based on the established motor vehicle/motorcycle
registration policies and procedures, processes applications for registration form and issues CFAY stickers to MLC/IHA employees,
contractors, taxi drivers, GOJ and JMSDF officials and other eligible personnel, and also processes requests for registration of
privately owned vehicles by SOFA personnel.   Serves as a central source of information concerning registration-related matter.
Performs other related or incidental duties as assigned.   

7. Qualification/Physical Requirements 
a.   One year of clerical, technical or administrative work experience in any field.   If applicant does not have such work experience, 
      completion of 4-year college/university in any field may qualify him/her at 1-4 level. 
b.   Knowledge of policies, regulations and procedures governing administration of vehicle registration. 
c.   Knowledge of customer service concept and practice. 
d.   Skill in operating office automation hardware and software such as Microsoft Windows, Microsoft Office suit (Word, Excel, 
     Access and PowerPoint) and Communications. 
e.   Ability to speak, read and write Japanese language at native language level. 
f.   Ability to speak, read and write English at average proficiency level (LAD-2). 
*Applicants who does not fully meet the qualification requirements stated above may be considered as a lower grade level as below;
1-3: One year of general work experience.   If applicant does not have such work experience, completion of 2-years junior 
college/2-years of technical school or 4-years degree in any field may qualify him/her at 1-3. 
**  A handicapped applicant may be accepted, depending upon the degree and kind of disability. 

English Language Proficiency None Basic Intermediate Advanced            
                                                                                                                                                                                 Exceptional

Educational Background N/A License/Certificate Required 7/8 See blocks 7 & 8

8.  Application and Associated Documents Working 
Condition 



*  Application for Vacancy Announcement   
*  Resume of Specialized Work Experience   
* Complete  in Japanese    English   Either

 Copy of Driver's License
 Copy of Certificate 

 Certificate of English Proficiency (Copy)
 80  (12cm x 23.5cm)

12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 80 yen stamp (MPS is unacceptable.) 
/  For  non-Japanese citizen 

applicant, copy of Alien Registration and Passport/Visa Copy 

9. Office to Submit 

MLC/IHA     
/ HRO

Office to submit is different for Current MLC/IHA 
Employees versus Off Base Applicants. Please ensure to submit required application documents to the right office.  
Applications must be received by the closing date of the Vacancy Announcement.  (Application Drop Box under the 
HRO Gate Office counter is accessible from 0600 to 0100 at night.): 

MLC/IHA
  When item #4, “Area or Consideration” above shows “Current MLC/IHA employees” only, 

Off Base applicants will be rated ineligible. 

MLC/IHA   Current MLC/IHA Employees must submit to: 
1 banchi Tomari-cho, Yokosuka, Box 22 

 (N132)                          COMNAVFJORJAPAN, Human Resources Office (HRO) Yokosuka 
/Extension   243-8152    JN Employment Division (N132) 

   Off  Base Applicants must submit to: 
238-0011 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka 

( )  (LMO/IAA)       Yokosuka Branch of LMO/IAA 
                                                                                       Management Section 

Phone 046-828-6959 
0830-1730  ( )    Operating Hours:  Mon-Fri, 0830-1730 (Closed on Japanese 

Holidays)    * Please contact LMO/IAA for questions on conditions of 
employment. 

10.  For Official Use 

   Activity POC :      Matsuda/Ishihara                                                                         (DSN) 243-   8148/8143    

PD No.:CFAY-1231-003 PD is accurate and current.   Certified by Activity: ak 12/26/06 HRO:  kw 12/27 yk 
12/27 

Incomplete applications will not be considered. 
  Submitted applications will not be returned. 


